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SBECT :  Bemdgusrters Handling of Corregpond
Z.
1 A, Memorends| bre received by the Megsags Cei-
7 in %0 o _ domy s X iz o) e w'@i@@‘ﬁ $M m o W%w
1 coecked agained peuch resoiph.

B. With the exreption of porecns) and senmiiive cerrespamd:nse
{which ip routsd wopsoed o the sdérassss, see Sectiem 9/4/i &b
Tentesy mm Macual), the tws carbop coplies will b resswed

semorsndus by the Meszcage Cooter and will de beld saith
;%ﬁmm Wm The exiglmml copy wvili de bandisd ep

i. Voseagy Cepter will cepirale manprands sriginsis inin
t9o grougs, (&) esss, (B) avo-ceen.

2o Cnse seds will be baal cupvied by Hessses Ceptlop
#ireetdy o m&@.x.@mm vhare shre Folders will be sitached
and routerd. ‘

3. s wild bo revicwsd by Wessage Contor

for Getermisution @P routing.

3& ‘m@ M@m” Branchse o Stalfs will consifer che
pemtranieos €9 ke the "setise copy o Hhen s
mmmmm iti&t&e@@&e@xﬁ%@m@pmmmmww
inzure that the actien copy is Filsd in the cags folder, TP
&y emse {8 Invelend the Brench o MuE7 suy retain op pels
other digposition of the astiew seuy.

€. The dlopositics of the serbes ecpiles balld esids by Wessngs
Domter (Btep I. B.) 1g2

ic One carbon copy wiil be Forvardsd to m/cmmt fm
thief, lndesr mmh, i’w mmi:sg isto the Divisisy Souro
Filea, er, if the gemorepdim does sot doal with & sswee w €08 -
tmet, § #ill s t’ﬂ@ﬁ ixi the Mesgwgs Cegttes Subjeet File. |

2. Cowvbonm copy wabsy ted wili be plsced Lo the Meisiesn
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i, Ootgping memorands from 09/C Headquerters.

& Hwurasds erigismiing in Readquarters vill be prejered as
that the fvillewing "requirsd copise” sre provided:

1. Original sud sourtssy - f8r addregese.

®. Blus sopy - for Hvicien Seurcs Filss or Meseage Cen~

3. Teliow copy - fup Bivisicn Cluens.

B White cepy - for the cese foider if & cass is in-
velved. (This =upy s nvi required vhen correspendences dows
nt epply t® & case. )

The nesd for additicaral coples will be dstersdned by the

B, MHemwrusis dealipg with o M‘@@ ¢ contact must comrtaip
{eithor 92 the taxt av diesvtly bepeath the aimtwf“mm)
ua@ auEs oF Y teebet. Tale cource {demtificaticn sheuld appear
8 Q] toplew of eorrsspemieves] 220 [wowever

Bot & a@m o the ariglsel «ui COartasy copy of neutrands going
sutgdds of the Division waissy Mmm Tepuistions governing ths
raloags of goures Tamms ars obsarved.

€. ALl "vequired cupies” of ench EERITY the
mm€@m3Wwammmm by the
Feolqparters Brapeh e ftalf. The vhite (cass) copy wiil be
FiieR 40 b8 cuse Polder by dw coguisent Branch or Staff.

B

3, Revesd wed Glopatonh the ewiginal and courtesy copy

2. Forwed tie blus wipy o Dodex/Conteel vis Chisf,
Mﬁﬂg z’@g W%i@g fate the Mvision Soures files, ar, ir
the mesorandus doss aot Guel with & sourvs o cantast, it
%&immm into ths Hesstge Cemter Bubject File.

3. ¥File the yellow copy in the Mvisien Chreno £ile.

Bo When 1% is sevesssry t© haud caryy outyning mescrands,
e Tespomsible fuSividuain wist potify the Meessge Canter o6
35t yropsr vecerddag ey he accompiisbed. Also, the blus and
yellow copiss = thies sewmenln o mumw@mwmm
Combyr &t thad tdms. 4
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®, Wmﬁm&mﬂwiﬁmwmmw in &Se
senimes With Sevifen §/4/1 of the Contect Division Matuml.

GIN,  iweondug toletypes

b e mrtosmtically received In
ke (ﬁ’%ﬁmﬁl m Pout TR v e teletyps unit. Reutine
woosGges will be Depdlsd as ?@um

1. Jarbon copies Vizes xod four will bs remswed by g
Pletyoe Unit apd beld far farther ocessing. The origi-
mal wad rerben coplos cop and twp will de appropristely
Toutel. Heoetges responiive to e caee will be seut o
Deder jontral Woure chse Poliders will be attechsd sod
Fagtado

E. The m’%\%ﬂ Brenso)
ben copy cue 10 be the "afticn <oy . Whed a case i in-
welved 1% i3 ths cuse arfficer's respousibility to ineure
et the setion eopy s filed is ths cuse folder. If 2
cape &8 (ovolwed 1t sy by rotained ar dpstroyed Ty the
Bramid op Stefl. Carbos oty pulber tws shy Sise b re-
talned or destroved by the Bruneh ar Staff-

Bo Toe dispesition of csrhsh cosles thres and four {held
5y e Telstype tadt) will de:

3. Carten coypy ovebar thres wild be routed to Dndes,
Sentrol wvie Chiaf, Tofer Srmpoh, fer processing late the
Meisien Seurve Files, o, 1f the sesstgy dbes oot deal
with @ sctirue oF coptat, 1t will he 2iled 1B e Mesass
Geptar Bubjeet File.

&, Cscbob eopy Bather four will e placed in the M-
#Hen Teletype Druuey Fils ?@y the Beletype Wmdv.

Yo JPieritly mscpeges olll b leadied in the ckme MSOEY &GS
reutine spueages @aoept the Teist re Thit wikl fesedintaly oall
Wie iregess o Perwipt. b Wen tweoses 0 respoasibilivy
P tme ediFeaesy O arrangs For jwunst plck-uy and actiom.

e Perscoml sofl saneiilow musesaps e bandlsd Aifferenil.
Fros Routine meseages io that e adfresess vill receive all
2EPe0 eEnEpt caFbon +opy Dowwr Pour, which ¥iil e retalaed
in e Trletype Wbit. MW@@MWWW&!&&
We digpesiticn of wil other cupiew of thowe Iwaglges.'
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Swewrity Information

1%, Gutgoleg teletyees £ 00/C Ssadquartars

Ao Ootgeling tadetyies vill be preparet with ons arigioal
Gl oo bluwe copy. The pesd fer wdfitionsl coples will be
Gatzradined by the crigilsater,

Bo &ﬂmwws@mxmmwammwwm
ecinin (eithes in the test or directly st the eoldl) the sems
@ "7 wmader. This idastificatdon will bs transaitted as part
(fé’ sk FHESREE.

8. The srigiosiing Breowh cr 8taff will forvasd the out-
gadng meaengs Lo the Telsiype Unit fur tronasdseion. The Tele-
e Tait will precess and trensmit each aserage and will ve-
wEn the hies esrbon copy (\with & mschins confirmation copy
atinshed | to the exdgiuater. The case folder, if one i3 fn-
velved, will sormeliy be held i the Branch cr Staff until the
cemfiywmtion coples are retugosd. e blue carbon copy vill
then bte Ffided in the cxss Toider by the cognisant Branch o
8eat?, Tw machine capy #5y be retained cr destryyed by the
Brazch ew Staf?.

B Tbe Teistype Uit w1l csotious to mintain its fils
@fmimMm@m@m%ﬁm@mge@wdmhm
to Zndee/Coatyel vis Chisf, Tatex, fur processing inte the Di-
mmmmﬁm9 o, ﬁ‘%&wmmmnﬂc
goEree o eomteet, it will e roccsssd ints the Nesssge Osn-
top Sdbjeet Mls.

B, Poreopal end scnsitive zseeages vwill be mrepared ag i
aﬁ@@?o&o @m‘wgn Tos Teletype Thit will retain a recoxd
ogpy s Foturn thrss sachise coples to the origimateor. AJ)
oty eopdes will be destroyed. The origiomtor is them respon-
eitis for detezmining the wWtimsts digpositios of the coplee
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